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1. IosicHuTeJbLHAA 3AIMCKA

1.1 Ileap u 3aga49u AU CHUAILINHBI

Lenv oucyuniumsl: n0020MOBUMb BbINYCKHUKA, 00JIATAIONMIET0 HEOOXOMMBIM M TOCTATOYHBIM
YPOBHEM TEOPETHUYECKUX 3HAHUUW M HABBIKOB MX MPUMEHEHHUs B PEIICHUM MPAKTUYECKHX 3a]a4

MH()OPMALIMOHHOTO 00eCIIeYCHHS ISATSIIBHOCTH OPraHUu3aluy.
3aoauu oucyuniunol:
- U3y4YCHHE TEOPUHU U TIPAKTHKH OPraHU3alNHU JIEKTPOHHOTO JOKYMEHTO000POTA;

- BBIpabOTKa y CTYJICHTOB HABBIKOB CAMOCTOATENBHOM paboThl ¢ mH(opMaIyeid 1 TOKyMEeHTaMu

B YCIIOBUAX 3JICKTPOHHOI'O I[OKYMGHTOO60p0T.

1.2 TlepeuyeHb IJIAHUPYEMBIX Pe3yJIbTATOB 00yUeHHsI M0 JUCHUILIHHE (MOIYII0),
COOTHECEHHBIX ¢ HHIMKATOPAMHU JOCTHKEHUS KOMIIeTeH LINIi:

Koabl
KOMIIETEeHIIMH

Conep:xanue KoMNeTeHIUH

Ilepevenn niIaHMpyemMbIX
pe3yJibTaToB 00y4eHHs 0
AUCHHUILINHE

[1K-4 Criocoben
OpPraHU30BBIBATH
pa3paboTKy u
BHEJIPEHHE
KOpPIIOPAaTHUBHOU
CHCTEMBI
AJIEKTPOHHOTO
JOKYMEHTO000pOTa

[1K-4.1 ucnions3yet B padbote
TPUHIUITBI OpraHU3aIHu
AIIEKTPOHHOTO IOKyMEHTO000pOTA,
B TOM YHKCJIC HA MEXBEIOMCTBEHHOM
YpOBHE

3HaTh: NPUHLMIIBI OPTaHU3ALNUN
3JIEKTPOHHOI'0 IOKYyMEHTO000pOTa,
B TOM 4YHCJIC Ha
MEXBEJJOMCTBEHHOM YPOBHE
YMeTh: NpUMEHATh TPUHIIUIIBI
OpraHu3aluy 3JIEKTPOHHOTO
JIOKyMEHTO000pOTa, B TOM YHCIIE
Ha MEXBEJIOMCTBEHHOM YPOBHE
Bnanets: mpodeccuoHaibHBIMU
3HaHUSIMH OCHOBHBIX ITPO0OJIEeM
AJIEKTPOHHOI'0 JOKYMEHTO000pOTa

IT1K-4.2 opranusyer BHEApEHUE
CUCTEMBI 3JIEKTPOHHOT'O
JOKyMEHTOO00pOTa

3HaTh: NPUHIUIBI CO3/IaHUS U
BeneHus enquubix COJ]

YMeTh: OpraHn30BaTh BHEPEHUE
Co

Brnaners: HaBbIKaMu pabOTHI C
YCJIOBHSIX MPOEKTA MO BHEAPESHUIO
Cod

[1K-4.3 onpenensier

b yHKIIMOHATbHBIE TPEOOBAHUS K
CUCTEMaM DJICKTPOHHOTO
JIOKyMEHTO000pOTa U CUCTEMaM
XPaHEHUS JICKTPOHHBIX
JIOKYMEHTOB

3HaTh: TpeOOBaHMS K OpTaHNU3aALUU
paboThI ¢ JOKYMEHTaMH

YMeTh: IpUMEHSITh HOPMATHBHEIC
TpeGoBaHus A1 POPMUPOBAHUS
(YHKIIMOHATBHBIX TPEOOBAHMI K
C3/1 ¢ yuetom crienupuku
OpraHu3aIH

BrnaneTs: HaBbIKaMH MOATOTOBKH
TEXHUYIECKOTO 3a/IaHUs

I1K-5 Cnocoben
OpraHu30BaTh
XpaHCHHE
JOKYMEHTOB B
OpraHu3aIiy C
HCITOIb30BaHUEM
COBPEMEHHBIX

[TK-5.2 ciocoben obecneynTh
(dhopMHUpPOBaHKE U COXPAHHOCTH
JIOKYMEHTAJIBHOTO U apXHUBHOTO
dboHIa OpraHU3allii B COOTBETCTBUE
¢ TpeOOBaHUSIMU HOPMATHUBHBIX
MpaBOBBIX akTOB Poccuiickoi

3HaTh: TpeOOBAaHUSIMU
HOPMATHBHBIX TIPABOBBIX aKTOB
Poccuiickoit denepanuu 1o
00€ecreYeHnI0 COXPaHHOCTH
JIOKYMEHTaJIbHOTO U apXHUBHOTO
dbonga




TEXHOJIOTUH U denepanyy U JIOKAIbHBIX YMeTh: IPUMEHSATh Ha IIPAKTUKE
3apy0eKHOTO HOPMAaTUBHBIX aKTOB TpeOOBaHUS HOPMATUBHBIX

OIIBITA MpaBOBBIX akTOB Poccuiickoi
®enepanun 10 00€CIEUCHUIO
COXPAaHHOCTH JOKYMEHTAJILHOIO U
apXUBHOTO (poHAa

Biagers: HaBbIKaMU IPUMEHEHUS
METO/0B o0ecredeHus
COXPaHHOCTHU JOKYMEHTOB

1.3 MecTo AUCUMIIMHBI B CTPYKTYpPe OCHOBHOIi 00pa3oBaTe/ibHOI NPOrpaMMbl

Hucuummba «MeTonoIorusi  3JEKTPOHHOTO JJOKYMEHTOOOOpOTa» OTHOCUTCS K 4YacTw,
dbopMupyeMoil yduacTHUKaMH 00pa30BaTEIbHBIX OTHOILIEHUH 0J0Ka TUCIUILIMH y4eOHOro IUIaHa.

Jsise oCBOEHMS AUCIUILTMHBI HEOOXOAUMBI 3HAHMS, YMEHUS W BIaJeHUs, copMUpOBaHHBIC B
XO0JI€ U3YUYEHUs CIENYIOLIUX AUCHMUIUIMH U IPOXOXKJIEHUS MPAKTUK:

- DJIEKTPOHHBIE IOKYMEHTHI B YIIPaBJICHUU U apXUBax;

- HudpoBoe rocynapcTBeHHOE yIIpaBICHUE;

- YpaBieHue JOKyMEHTaMH B OpraHu3aluu

- UudopmanronHbie cucTeMsl B yIpaBieHUs JOKYMEHTaAMHU.

B pesynprare OCBOGHHMS JUCHUIUIMHBI (OPMUPYIOTCS 3HAHUSA, YMEHHS U BIAICHUS,
HEO0OXOIUMBIE I U3YUCHHSI CISAYIONINX JUCIUILIUH U MIPOXOKICHHS MPAKTUK:

-YpaBieHue OU3Hec-NpoIeccaMus;

- ApXUBBI 3JIEKTPOHHBIX JOKYMEHTOB.

2. CTpyKTypa AMCHMIIIUHBI
OO0mast TpyA0EMKOCTh AUCHUILIUHBI cocTaBisieT 3 3.e., 108  akanemuueckux yaca (OB).

CTpyKTypa AMCUMILIMHBI 1JIs1 04HOH GopMBbl 00yUeHust

O0vemM nauciumIuMHBL B (popMe KOHTAKTHOM paboThl OOydaroOMMXCS C MeJarorn4ecKuMu
paboTHUKaMU U (WJIN) JTULIAMU, TPUBIEKaEMbIMU K peair3alui 00pa30BaTeIbHON IPOrpaMMbl Ha HHBIX
YCIIOBHUSAX, IIPU IPOBEACHUH YUE€OHBIX 3aHATHIM:

Cemectp | Tun y4eOHBIX 3aHATHIA KomnnuectBo
4acoB
3 Jlexunu 24
3 Cemunapbl/1abopaTopHble paboThI 36
Bcero: 60

OO0BeM TUCIHITIHHEI B POpMe caMOCTOSTEIbHON pabOThl 00YJarOIIUXCs cocTaBisieT 48
aKaJeMHUYECKHX 4aca(oB).

CTpykTypa AMCUMIVIMHBI JJI 0YHO-32049HOiI opMbI 00yUeHMsI

Ob6pvem pucrumIuHBL B (popMe KOHTAKTHOM paboThl OOy4aIOMIMXCS C TMeJarorn4ecKuMu
paboTHUKaMU U (WJIK) JTULIAMH, TPUBIIEKaEMbIMH K peain3alui 00pa3oBaTeIbHON MPOrpaMMbl Ha HHBIX
YCIIOBHUSAX, IIPU MIPOBEACHUH YUEOHBIX 3aHSATHI:

Cemectp | Tum y4eOHBIX 3aHATUI KomuuectBo
4acoB
3 Jlexun 16
3 Cemunapsl/1abopaTopHbie pabOThI 16




Bcero:

O0beM AUCHUILTUHBL B (POpPME CAMOCTOSTEIIBHON pa0OThl 00YJYAIOIIMXCS COCTABIsET 76
aKaJleMUYeCKrX Jaca(oB).

3. ConepixaHue JUCHUILINHBI

Ne | Haumenoeanue pazoena Cooepicanue
OUCHUNTIUHDL

1 | Beenenue Pa3zButue 31I€KTPOHHOIO JIOKYMEHTOOOOpPOTa KaK IMpOSIBICHHUE
COBPEMEHHOW WH(POPMALMOHHON  PEBOJIONHMU. AKTYaJIbHOCTH
pasBUTHA WU H3Y4YCHHMs  METOHOJOTUH  YIPaBJIEHYECKOIO
AJIEKTPOHHOI'0 JOKYMEHT00OOpoTa. I'ocyapcTBeHHas MONMTHKA B
cdepe pasBUTHsL 3JIEKTPOHHOI'O JOKYMEHTOO00pOTa. DIEKTPOHHBIH
JIOKyMEHTOO0OpOT KaK CUCTEMHOE SIBJICHHUE, CBSI3aHHOE C TEXHMKO-
TEXHOJIOTUYECKON,  JTOKYMEHTOBEOYECKOM M IOPUIUYECKOU
COCTaBJISIIONIMMU, OOecTrieueHreM MH(OpMAIMOHHON 0e30macHOCTH
U 3alIUThl MHQOpPMALMHU, a TaKkKe C KOMMYHUKAlMOHHBIMU
IIPOLIECCAMM M Pa3BUTHUEM CHUCTEMBI COLMAIBbHO-3KOHOMHYECKOTO
YIPAaBIEHUS B LIEJIOM.

IIpeamer u 3agaun JUCHUILIMHEL. MICTOYHUKY U TUTEpaTypa 1o

W3Y4YECHHIO TUCUUIUIMHEL.

2 | Craguu KU3HEHHOTO CooTHOIIEHNE NOHITUN <«GKU3HEHHBIN LIMKJI JOKYMEHTa» U
LUKJIA 3JIEKTPOHHBIX «10KyMeHT0000poT». CTaiuu )KMU3HEHHOTO 1IUKJIA IOKYMEHTOB.
JOKYMEHTOB H OcHoBHbIE TIpoLECCHl PAa0OTHI C YIPABIEHYECKUMU 3JIEKTPOHHBIMU
0COOEHHOCTH UX JIOKyMEHTaMH.
0OpaIIeHus: B CHCTEME BHyTpeHHU U BHEIIHNHN 3JIEKTPOHHBIN T0KYMEHTOO00POT.
YIIPaBICHUS

3 | KonnenryanbHbie [TpuHIMIBI YIIPABIEHYECKOTO JOKYMEHTOO0OpOTa MpH Iepexoie OT
OCHOBBI IIPUMEHEHUS OyMa)XHOrO K DJEKTPOHHOMY B3auMojelcTButo. KoHnenuus
CUCTEM U TEXHOJOTUH | CMEIIAHHOIO (KOMOMHMPOBAHHOTO) JIEKTPOHHO-O0YMa)KHOTO
3JIEKTPOHHOIO JOKyMeHTOoOOOopoTa. Pa3BuTHEe KOHUENTYyalbHBIX MOAXOAOB K
JOKYMEHTO000poTa YIIPaBJIEHUIO TOKYMEHTOOO0POTOM.

Knaccupukaroppl U  CHOPAaBOYHUKM  CHCTEMBI  BJIEKTPOHHOTO
nokymenroobopora (COJI). IlpuHuMOBl BeneHUs CHPAaBOYHHKOB
CHUCTEMBI M TEXHOJIOTUYECKUX HACTPOEK.

4 | Opranu3alnoHHO- Passutue OpraHU3alMOHHO-TEXHOJIOTHYECKUX bopm
TEXHOJIOTHYECKUE YIPaBIECHYECKOTO  AJIEKTPOHHOIO  JOKYMEHTOOOOpoTa U MX
(bopmbl TUIOJOTHUA.  DJIEKTPOHHBIH  JOKYMEHTOOOOpPOT B paMKax
YIIPaBJIEHYECKOIO ABTOHOMHOM MH(QOPMAIMOHHO crcTeMbl. B3auMoaelictBue cuctem
3JIEKTPOHHOIO AIIEKTPOHHOTO JIOKYMEHTO000pOTA.

JIOKYMEHTO000poTa IlepcnekTHBHBIE HANPABIICHUS] PA3BUTHUS U COBEPIICHCTBOBAHUS
OpraHU3aIMOHHO-TEXHOJOTHUECKUX (HOPM IIEKTPOHHOTO
JToKyMeHTooOopoTa. [Ipo6iieMbl U epCcreKTUBBI UCIIOIB30BaHUS
MOOWJIBHBIX YCTPOUCTB M 00JaUHBIX TEXHOJIOTHH.

5 | Merononoruueckue AHanu3 mapamMeTpoB  BJIEKTPOHHOTO  JTOKYMEHTOOOOpoTa B
aCIEKThI YIIPABICHUS | OpraHU3aluy.
3JIEKTPOHHBIM Merononornyeckue M TEXHOJOTHYECKHE AaCHEKThl AJIEKTPOHHOIO
JOKYMEHTOOOOPOTOM | IOKyMEHTO00O0pOTa IpH paboTe C MOCTYMAIOIIMMU, OTIIPABIAEMBIMU

BHYTPH OpPTaHU3aLAH

U BHYTPEHHUMH JIOKyMEHTaMH B opranuzauuu. [logxompr K
WCIIOJBb30BAaHUIO  TPOLEAYP DJEKTPOHHOIO  COTJIACOBAHMS U
IOANUCAHUS IIPOEKTOB IOKYMEHTOB BHYTPH OPTaHU3ALHH.




[Toxxoxp! k orieHKe 3(h(HEeKTUBHOCTU M YPOBHEH 3pPETIOCTH CUCTEMBbI
AIICKTPOHHOTO YIPABICHYECKOTO JOKYMEHTOO0OPOTA.




4. OoOpa3oBaTe/ibHbIe TEXHOJOTHHU

"Z'; Haumenoeanue pazoena| Buowl yueonoit pabomot 0 6pa31;IZa¢1)1l:£ Jj;:,‘:tlgeor’::;:;oljwzuu
1 2 3 5
1 |Bseneuue Jlexnusa Ne 1 BBogHag jgexius ¢ UCIoab30BaHUEM
BHJIEOMATEPHAIIOB

[IpakTrueckas padota Ne 1

3aHATHA B KOMIIBIOTCPHOM KJIACCC

CamocrosTenbHas pa60Ta

KoncynsTupoBanue u npoepka
JIOMAIIHUX 33aHUI OCPEACTBOM
AJIEKTPOHHON MOYTHI

2 |Craauu )KU3HEHHOTO
IIUKJIA 3JICKTPOHHBIX
JIOKyMEHTOB H
0COOEHHOCTH HX
oOpalieHust B CucTeMe

Jlexmsa Ne 2

Jlexuus-Bu3yanu3zanus ¢ IpUMEHEHHEM
CIalI-IpoeKTOpa

[IpakTuueckas padora Ne 2

3aHsATHS B KOMIIBIOTEPHOM KJIacce

CamocrosTensHas pa60Ta

KoncynsTupoBanue u npoepka
JIOMAIITHUX 3aJaHUI TOCPEACTBOM

OCHOBBI TIPUMEHEHUS
CUCTEM U TEXHOJIOTHIA
AIIEKTPOHHOIO
JIOKyMEHTO000poTa

yIpaBJIeHUS .
9JIEKTPOHHON MOYTHI
3 Jlexuus Ne 3 Jlexuus-Bu3yanusanus ¢ IpUMEHEHUEM
KonuenryanbHble claiiA-IpoeKTopa

[IpakTuueckas pabora Ne 3

3aHsATHS B KOMIIBIOTEPHOM KJIacce

CamocrosTenbHas pa60Ta

KoncynsTupoBanue u npoepka
JIOMAIITHUX 3aJaHUI TTOCPEACTBOM
AIEKTPOHHON MOYTHI

4 |OpraHu3anuoHHO-
TEXHOJIOTUIECKHE
bopmbI
YIIPaBIEHYECKOTO
3JIEKTPOHHOT O
JIOKyMEHTO00O0poTa

Jlexnus Ne 4

Jlexuus-Bu3yanusaius ¢ IpUMEHEHHEM
CIalI-ITPOEKTOpa

[IpakTruyeckas padora Ne 4

3aHsaTHS B KOMITBIOTCPHOM KJIAaCCEC

CaMocrosTenbHas pa60Ta

KoHcynpTupoBaHue u npoBepka
JIOMAIIHUX 3aJaHUHI IOCPEACTBOM
AIIEKTPOHHOM MOYTHI

5 |MeroIoIornyecKue
ACTIEKTHI YIIPaBICHUS
JIEKTPOHHBIM
JIOKyMEHTO000pOTOM
BHYTPU OpPraHU3aluu

Jlextms Ne5

Jlexuus-Bu3yanusanus ¢ NpUMEHEHHEM
CIIalI-TIPOEKTOpa

[IpakTuueckas pabora Ne 5

3aHsATHS B KOMIIBIOTEPHOM KJIacCe

CaMocTrosTenbHas pa60Ta

KoncynsTupoBanue u npoepka
JOMalITHUX BaI[aHI/Iﬁ MMOoCpCACTBOM
AIIEKTPOHHON MOUTHI

Pedepar

B nepuoa BPEMCHHOI'0O MPHUOCTAHOBJIICHUA MMOCCUHICHUA O6y‘-IaIOIJ_II/IMI/ICH MOMEIICHU I

u

tepputopuu PI'TY mist opranuzanum yueOHOTO mporiecca ¢ MPUMEHEHHEM AJIEKTPOHHOTO OOYUeHUsS U

AUCTaHIIMOHHBIX

— BUIIEO-JIEKIIUH,

00pa3oBaTeNbHBIX
o0Opa3oBaTeNbHbIE TEXHOJIOTHH:

TEXHOJIOTUN

— OHJIAIH-JIEKLIMU B PEKUME peaTbHOI0 BPEMEHH;

— AJIEKTPOHHBIE YUeOHUKH, YUeOHbIE TOCOOUS, HAYUHbIE U3JJaHUS B DJIEKTPOHHOM BUJIE U JJOCTYI

K MHBIM 3JIEKTPOHHBIM 00pa30BaTeNIbHBIM pecypcam;
— CHCTEMBI JJIs 2JIEKTPOHHOTO TECTUPOBAHMSI,

— KOHCYJIbTALIUHU C UCIOJIb30BAHNEM TE€JIEKOMMYHUKAIIMOHHBIX CPEJICTB.

MOTYT  OBITh

HCIIOJIb30BAaHbI  CJICAYIOMIUC




5. OuneHka INIAHMPYEMBbIX Pe3yJbTATOB 00y4eHH

5.1 CucreMa oneHUBAHUSA

dopma KOHTPOJIS Makc. KOJTH9IeCTBO 0alioB
3a omgHy paboty Bcero

Texymuii KOHTPOJIb:

- BBITIOJTHCHHE 3aJaHI Ha CEMHUHApe 10 6ammoB 50 6aioB

- petdepar 10 6ammoB 10 6ammoB
[IpomexyTouHas aTTecTauus 40 6annoB 40 6annoB
(9K3amMeH)
Htoro 3a quctuurmingy 100 6atoB

[Tomy4yeHHBIN COBOKYITHBIN PE3YJIbTAT KOHBEPTUPYETCS B TPAAULIMOHHYIO KAy OLICHOK U B LKLY
otieHoK EBporeiickoii cucreMsl eperoca u HakorieHus kpenutos (European Credit Transfer System;
nanee — ECTS) B COOTBETCTBUM ¢ TaOJIUIICH:

100-6ammpHas mkana | TpagunmoHHas IIKaga Ixana ECTS
95 -100 A

8394 OTJINYHO B

68 — 82 XOpOIIIO 3a4TEHO C

56 — 67 D

50 55 YIIOBJICTBOPUTEIHHO E

20-49 FX

0_19 HEYJIOBJICTBOPUTEIIBHO HE 3a4TEHO =

5.2 Kpurepuu BbICTaBJIeHUS OLIEHKHU N0 JUCHMILIHHE

banasl/ Ounenka no Kpurepun oneHkn pe3yibTaToB 00y4eHUs 1O

Hlkana AUCUUIINHE AUCUUIINHE

ECTS

100-83/ «OTITUIHOY/ BricraBisiercst o0yJaromemycsi, €CIi OH IIyOOKO U

AB «3aUTEHO MPOYHO YCBOMJI TEOPETUUECKUNA U MPAKTHUECKUI
(oTnnuHO)»/ MaTrepua, MOXeT MPOJEMOHCTPUPOBATh 3TO HA 3aHATUAX U
«3aUTEHO» B X0/1€ IPOMEKYTOUHON aTTEeCTAIUH.

OO0yuaromuiicss HCUEPIBIBAIOIIE U JIOTHYECKU CTPOUHO
u3Jaraet yuyeOHbIi MaTepual, yMeeT yBSI3bIBaTh TEOPUIO C
MPaKTUKOM, CIPABIISIETCS C pEIICHHEeM 33134
npodecCHOHATBLHON HAMPABIEHHOCTH BHICOKOTO YPOBHS
CJIO)KHOCTH, TIPABHIILHO 00OCHOBBIBAET MTPHHSTHIC
pereHus.

CB0OO/IHO OpHEHTHPYETCS B yUeOHOU U
npodeccCHOHATBLHON JInTepaType.

OreHka 1o JUCIUILIMHE BBICTABISIOTCS 00ydaromeMycst ¢
Y4ETOM PE3YNbTATOB TEKYIIEH U TPOMEKYTOUHON
aTTeCTalluU.

KomnereHnuuu, 3akpeniéHnble 3a TUCIUIIITUHOM,
c(hOpMHUPOBAHBI HA YPOBHE — «BBICOKHID.




Banany/
HMIxana
ECTS

Onenka nmo
AUCUUILIHHE

Kpurepun oneHkn pe3y1bTaToB 00y4eHuUs 10
AUCHUILINHE

82-68/
C

«XOpOoII0Y/
«3a4TEHO
(xoporo)»/
«324TEHOY

BeicraBisiercs o0yqaromemycs, €Ciau OH 3HaeT
TEOPETUYECKUH U MPAKTUYECKUI MaTepUall, FPAMOTHO U 110
CYILLECTBY M3JIaraeT €ro Ha 3aHATHUSAX U B X0
IIPOMEKYTOUHOM aTTECTAllMH, HE OIIYCKasl CYIECTBEHHBIX
HETOYHOCTEH.

OOyuaromuuiics NpaBUIbHO MPUMEHSET TEOPETHUECKUE
II0JIO’KEHHUS IIPY PEILICHNUN IPAKTUYECKUX 3a7a4
npodecCHOHATBLHON HANPABICHHOCTH Pa3HOTO YPOBHS
CJIO’)KHOCTH, BJIaJIeeT HEOOXOJUMBIMHU U1 3TOI'0 HaBbIKAMU
U IpUEMaMH.

JlocTaTouHO XOPOLIO OPUEHTUPYETCS B yUEOHOH U
npodeccuoHanbHOM TUuTEpaType.

OneHka 1o TUCHUIUIMHE BBICTABIIAIOTCSA 00yYaromeMycs ¢
Y4E€TOM PE3YNbTATOB TEKYIEH U TPOMEKYTOUHON
aTTECTALIUH.

KomnereHnuuu, 3akpeni€éHuble 3a TUCUUIIIIMHOM,
c(OpMHPOBAHbI HA YPOBHE — «XOPOIIUHY.

67-50/
D,E

«YIOBIIETBOPH-
TEIBHOY/
«3a4TEHO
(ymoBneTBOpH-
TEJBHO)»/
«3aUTCHO

BricTtaBnsiercs oOydaromemMycsi, €Cu OH 3HaeT Ha 6a30BOM
YPOBHE TEOPETUUECKUI U MPAKTUYECKUI MaTepuall,
JIOITYCKaeT OT/EJIbHbIE OIIMOKH TP €T0 U3JI0KEHUHU Ha
3aHATHAX U B X0JI€ IPOMEKYTOYHON aTTECTALIUN.
OO0yyaronuiicst UCIIBITHIBAET ONPEAETIEHHBIE 3aTPYIHEHUS
B IIPUMEHEHNUN TEOPETUUECKUX TOJI0KEHUH NPU PELICHUU
MPAKTUYECKUX 3a71a4 Npo(hecCHOHATBbHOM HallpaBI€HHOCTH
CTaHJapTHOI'O YPOBHS CIIO)KHOCTH, BJIAJEET
HEO0OXOUMBIMHU IS 3TOT0 6a30BBIMU HAaBbIKAMHU U
pUEMaMHU.

JleMOHCTpHpYyeT JOCTaTOUHBIN YpOBEHb 3HaHUS yueOHOU
JUTEPATYpPBI IO TUCLUIUIMHE.

OneHka 1o TUCHUIUIMHE BBICTABIIIOTCS 00YYarOIMEMYCs C
y4ETOM PE3YNbTATOB TEKYILIEH U TPOMEKYTOUHOU
aTTeCTalUN.

Komnerennuu, 3akperi€HHble 3a JUCHUIIIMHOM,
c(hopMUpOBaHbI HA YPOBHE — «IOCTATOYHBINY.

49-0/
F,FX

«HCYHOOBJICTBOPUTC

JIBHOY/
HE 3a4TEeHO

BeicraBisiercs: o0yyaromemycs, €Ciii OH He 3HaeT Ha
0a30BOM ypOBHE TEOPETUUYECKHUIN M MPAKTHICCKUIN
MaTepHal, JoMycKaeT rpyoble OIIMOKY IpU ero
U3JI0’KEHUU Ha 3aHATHUIX U B XOJ€ MPOMEXYTOUHOM
aTTECTALINH.

OOyyaronuiicst UCTIBITHIBAET CEPhEIHBIE 3aTPYAHEHUS B
IIPUMEHEHNUN TEOPETUUECKUX MOJIOKEHUH NPU PELIEHUH
MPAKTUYECKHX 3aj1ad Mpo(hecCHOHANbHOM HallpaBIeHHOCTH
CTaH/IapTHOI'O YPOBHS CII0)KHOCTH, HE BIa/IEET
HEO0OXOUMBIMHU IS 3TOTO HAaBbIKaMU U MpUEMaMHU.
JleMoHCTpHpYeT (pparMeHTapHble 3HaHUS yueOHOM
JUTEPaATypPhI MO TUCHUTUIUHE.

OreHka 1o JUCHUIUIMHE BBICTABISIOTCS 00YJaIOLIEMYCS C
Y4ETOM PE3YIbTATOB TEKYIIEH U MPOMEKYTOUHOMN
aTTECTALIUH.




Banasl/ Onenka no Kpurepun oneHkn pe3y1bTaToB 00y4eHuUs 10

Hlkamna AUCHHUILINHE AUCHUILINHE
ECTS

KomnereHyu Ha ypoBHE «10CTaTOUYHBIIY, 3aKpENIIEHHbIE
3a TUCHUIUIMHON, He CPOPMHUPOBAHBI.

5.3 OueHouHbIe cpeacTBA (MATEPHAJIBI) ISl TEKYIIEr0 KOHTPOJIS yCIIeBaeMOCTH,
NMPOMEKYTOUYHOH aTTeCcTAlNN 00YyYAIOUIUXCS 10 JUCIUIINHE

IIpumepHbie TeMbl pedepaToB M0 pasaeaam TUCUUIIIMHBI:

1. Pa3BuTHE  OJEKTPOHHOTO  JOKYMEHTOOOOpOTa  Kak  MPOSBICHHE  COBPEMEHHOMN
MH(OPMALIMOHHON PEBOIIOLUU

2. TocynmapcTBeHHAs MOJIUTUKA B c(hepe IIEKTPOHHOTO TOKYMEHTOO00pOTA.

3. JloxymMeHTOO0OpOT Kak crnenuduyeckas 001acTh KOMMYHUKAIIH

4. KonuenTyanbHbIE TOIXOABI K YIPABICHUIO JOKYMEHTOOOOPOTOM.

5. AHanu3 oOpraHu3alud B3aUMOJAEWCTBUS CHUCTEM SJIEKTPOHHOTO TOKYMEHTOOOOopoTa (Ha
KOHKPETHOM TMIPUMEPE).

6. Pa3BuTHe OpraHu3alMOHHO-TEXHOJIOTHMYECKUX (OPM YIPABIEHYECKOTO HSIEKTPOHHOTO
JIOKYMEHTOO0OpOTa M MX THUIIOJOTHSI.

7. IlpoGneMbl ¥ TEPCHEKTUBHI HCIOIB30BAHUS MOOWIBHBIX YCTPOMCTB M OOJNIAYHBIX
TEXHOJIOTHIA.

8. Pounb cnyx6s1 JJOY B ynpaBieHHH 3JE€KTPOHHBIM JOKYMEHTOOOOPOTOM.

9. MerononoruuyecKkue M  TEXHOJOTMYECKHE  AaCMeKThl  OpPraHM3aluu  DJIEKTPOHHOTO
JOKYMEHTO000poTA.

10. AHanu3 mapaMeTpoB IEKTPOHHOTO JOKYMEHTOOOOPOTa B OpraHU3aIINH.

11. KnaccudukaTopsl ¥ CIPaBOYHUKHU CHCTEMBI 3JIEKTPOHHOTO TIOKyMeHTooO0opoTta (CO/).

12. Tloxxoasl K oneHke 5((EKTUBHOCTH M YPOBHEH 3pENOCTH CHCTEMBI DJIEKTPOHHOTO
YIIPaBJIEHYECKOT0 JOKYMEHTOO00pOTA.

13. BiiusitHue cucTeM SJIEKTPOHHOTO  JOKYMEHTOOOOpOTa Ha pa3BUTHE HWHTETPAIlMOHHBIX
MIPOLIECCOB, YIPaBIEHYECKHE OTHOLIECHHUS H OPTaHU3alMOHHYIO KYJIbTYpY.

14. Ananu3 > (EeKTUBHOIO NPUMEHEHUS CHCTEM DJIEKTPOHHOTO JIOKyMeHTooOopoTa (Ha
KOHKPETHOM TIpHMeEpe).

KOHTpOJ’ILHLIe BOIIPOCHI AJIsA HpOMe)KyTO‘lHOﬁ aTTeCTAallMl 110 UTOraM OCBOCHMHA
AUCHHUIIIMHBI

1. Pa3ButHe 31€KTPOHHOTO TOKYMEHTOO0OpOTa KaK IMPOsIBIEHUE COBPEMEHHOM
MH(OPMALIMOHHON PEBOIIOIUH.

2. Meroasl aHaNMU3a 3JIEKTPOHHOTO JOKYMEHTOO00pOTA.

3. TocynmapcTBeHHas MOJMTHKA B chepe pa3BUTHS DIIEKTPOHHOTO JTOKYMEHTO000pOTA.

4. OcobeHHOCTH YIPaBIECHYECKOT0 JOKYMEHTO000pOTa Kak npoliecca (hopManbHO
KOMMYHHUKAITIH.

5. OcobeHHOCTH OpraHU3alyy BHYTPEHHETO U BHEIIHETO 3JEKTPOHHOTO JJOKYMEHTO000POTa.

6. HemocpencTBeHHbIE 1 KOCBEHHBIE YYACTHUKH DIIEKTPOHHOTO JIOKYMEHTO00O0pOTA.

7. Mopenu B3aMMOIEHCTBHS YYaCTHUKOB 3JIEKTPOHHOTO IOKYMEHTOO0O0pOTA.

8. [IlpuHIHMIIBI YIpPaBIECHYECKOTO JOKYMEHTOOOOpOTa MpH Tepexoae OT OyMaKHOTO K
3JIEKTPOHHOMY B3aUMOJICHCTBHIO.

9. Konnenmus CMEIIaHHOTO (KOMOMHUPOBAHHOTO) AIEKTPOHHO-0YMaKHOTO
JOKYMEHTO000pOoTA.

10. Pa3BuTHE KOHIENTYAIBHBIX ITOXO/I0B K YIIPABICHUIO JOKYMEHTOOOOPOTOM.

11. M3MeHeHue OCHOBHOW MapajurMbl YIPABIEHUYECKOIO JIOKYMEHTOOOOPOTa B YCIOBHSAX
NPUMEHEHHS COBPEMEHHBIX HH(OPMAIIOHHBIX TEXHOJIOTHH.



12. DneKkTpoHHBIN JOKYMEHTOOOOPOT B paMKaX aBTOHOMHOM MH(OPMAITMOHHONW CHCTEMBI.

13. TlepcriekTUBHBIE HAMpPaBICHUST PA3BUTUS M COBEPIICHCTBOBAHUS OpPraHU3aIMOHHO-
TEXHOJIOTUYECKUX (POPM DIIEKTPOHHOTO JIOKYMEHTO000pOTA.

14. MeToaoNI0THYeCKHe U TEXHOJIOTHYECKHE ACIEKThI AJIEKTPOHHOTO JOKYMEHTOO00pOTa MPHU
paboTe C MOCTYMAIUMH, OTIIPABIIIEMBIMU H BHYyTPCHHUMH IOKyMEHTAMH B OPTaHU3AIHH.

15. Tlogxoapl K HCIIOJIB30BAHUIO MPOLEAYP BHYTPEHHETO 3JICKTPOHHOTO COTJIACOBAHUS U
MOJITMCAHUS TIPOCKTOB JIOKYMEHTOB B OPTaHU3aIUH.

16. OcHOBHBIE IPUHIUIIBI CUCTEMHO-TEXHOJIOTHYECKOTro o0ecreueHust ynpasieHdeckoro D1 B
OpraHu3aIui,

17. Ponb u pyHKIMHU cucTeMHBIX TexHOoJ0roB CO/I.

18. ®opmupoBaHHe W BEACHUE CIPABOYHUKOB-KIACCU(PUKATOPOB B CHUCTEME DJIEKTPOHHOTO
JOKYMEHTO000pOTA.

19. [IpobGnembr  anHanm3a  S(PPEKTUBHOCTH  BHEAPEHUS  CHUCTEMBI  DJICKTPOHHOTO
JOKYMEHTO000pOTA.

6. YueOHo-MeTOaMYecKOe U HH(POPMALMOHHOE O0ecedeHne TUCITUIITHHBI
6.1 CnHCOK HCTOYHHKOB M JIUTEPATYPHI

Hcrounukn:

1. ®enepanbhblii 3akoH Poccuiickoit @eneparuu ot 27 uroiis 2006 r. N 149-D3 "O6 undopmannm,
UH(POPMALMOHHBIX TEXHOJIOTHAX U 0 3ammTe HHpopMaruu'" (¢ "3MEHEHHUSIMN )

2. ®enepanbHbiii 3akoH Poccuiickoit ®eaepanuu ot 6 anpens 2011 r. N 63-D3 «O06 snekTpoHHON
HOJIHUCH»

3. Tlocranosnenue IIpaButennbctBa Poccuiickoii denepaunn ot 6 centsops 2012 r. N 890 «O
Mepax 10 COBEPIIEHCTBOBAHUIO 3JIEKTPOHHOT'O IOKYMEHTO000pOTa B OpraHax rocyAapCTBEHHOM
Biactu» (B pea. Iloctanosnenus IpaButensctBa PO ot 21.07.2014 N 678)

4. Pacnopsukenue llpaBurensctBa Poccuiickoit ®epepamuu ot 20.10.2010 N 1815-p "O
rocyaapcTBeHHoU nporpamme Poccuiickoit denepanuu "Mupopmanmonnoe odmectBo (2011 -
2020 roasr)"

5. Ilpuxa3z denepanbHOro apxuBHOro arenrctBa oT 22 Mmas 2019 r. Ne 71 «OO0 yTBepxaeHUU
[TpaBui1 1enonpon3BOCTBA B TOCYAapCTBEHHBIX OpraHax, OpraHaX MECTHOTO CaMOYIIPaBIICHUS»
(3apeructpupoBan Muntoctom Poccun 27 nexadbps 2019 r., roc. per. Ne 57-23) // OdpurnanbHblii
WHTEPHET-TIOpTal MpaBoBor nHPopManuu (Www.pravo.gov.ru), 30 nexadbps 2019 r.

6. Ilpuxa3 denepanbHOro apxuBHOro areHrcrsa oT 15 uroHs 2020 r. Ne 69 «OO6 yTBepx)aeHuU
TunoBbIX (QYHKIMOHATBHBIX TPEOOBAHUI K CHUCTEMaM 3JIEKTPOHHOTO JOKYMEHTOO0OpOTa U
CUCTEMAM XPAaHEHUS DJJIEKTPOHHBIX JOKYMEHTOB B apXMBAaX TI'OCYJapCTBEHHBIX OPIaHOB»
(3apeructpuposan B Muntocte Poccun 20.10.2020, per. Ne 60484) // OpuninanbHblii ”HTEpHET-
nopTaj npaBoBoi nHpopmarmu (Www.pravo.gov.ru), 21 oktsops 2020 r.

7. Tlacmopt HamumoHampHOTO TIpoekTa «HamuonansHas mnporpamma "lludpoBas sxoHOMEKA
Poccuiickoit ®enepanuu"» (yrB. mnpesuauymoM Cosera mnpu Ilpesugente PO 1o
CTpaTEeruuecKoMy pa3BUTHIO U HAIIMOHAJIBHBIM IIpoeKTaM, MpoTokoid oT 04.06.2019 Ne 7)

8. TOCT P MCO 15489-1-2019. Cucrema cranfapToB no MHpOpMaLuU, OHMOIMOTEYHOMY U
U3JIaTeNIbCKOMY JIeNy. YTpaBieHue JokyMeHTaMu. Oo1ue TpedoBaHus.

9. TOCT P UCO 23081-1-2008. Cucrema cranapToB 1o HHPOpMaLUHU, OHMOIMOTEUYHOMY U
u3zaTesnbekoMy aeny. [Ipornecchl ynpaBieHus JOKyMeHTaMH. MeTajaHHble JUIsl JOKYMEHTOB.
Yacts 1. [IpyHumne.

10. TOCT P 53898-2013. CuctemMbI 2JIEKTPOHHOTO JOKYMEHTOOOOpOoTa. B3anmMmojeicTBre cucrtemMm
yIpaBiieHUs TOKyMeHTaMHU. TexHuueckre TpeOOBaHUs K 3JIEKTPOHHOMY COOOIIEHHUIO.

JIureparypa:



OCHOBHas:

1. Jlapun M.B., Cyposuesa H.I'., Tepentrena E.B., flnkoBas B.®. Ynpasienue 10KkyMeHTaM1
B IU(POBON PKOHOMHUKE: OpraHu3amms, perjameHTanus, peanusanus. M.. PITY, 2021. 242 c.
[DnexTponnsiit pecypc]. URL: https://www.rsuh.ru/upload/main/fdta/monograph.pdf

2.JJapun M.B. UndopmarnmonHoe obecriedeHue ynpaiieHus . yaeoHoe mocoodue / M. B. Jlapun
; [M-Bo oOpa3oBanus u Hayku Poc. @enepanuu, @enep. roc. OrpKeTHOE 00pa3oBaT. yupeKIcHUE
BBICII. 00pa3oBanus «Poc. roc. rymanuTapHsiidi yH-T»]. MockBa: PITY, 2018. 278 c.

3. EBnmoxmmoBa JIL.M. DiEKTpOHHBIH JIOKYMEHTOOOOPOT H oOecreueHrne Oe30IacHOCTH
cTaHAapTHBIMU cpeacTBamMu windows: YueOHoe mocodue. MockBa: OO0 «KYPCy»: OO0 «Hayuno-
usnarenbckuit neHtp MH®PA-My, 2018. 296 c. http://znanium.com/go.php?id=939786

4. Ka6amos C. IO. DnekTpoHHOE PaBUTEIBCTBO. DJIEKTPOHHBINA JOKYMEHTO000pOT. TepMHUHBI
u onpezesnenus: Yuebnoe mocodbue. Mocksa : OO0 «Hayuno-uznarensckuii nentp MHOPA-M», 2017.
320 c. mhttp://znanium.com/go.php?id=809828

5. CyposueBa H.I'. TpeboBanus k cucremam 3JIEKTPOHHOTO JOKYMEHTOOOOPOTa U CHUCTEMaM
XpaHEeHUs 3JIEKTPOHHBIX JOKYMEHTOB: Mpo0ieMbl U perienus // Bectuuk apxusucta. 2019. Ne 1. C. 102-
113.

6. Hukutaea, A. }0. KopnoparuHbie nH(OpPMalMOHHBIE CHUCTEMBI: YueOHOe mocodue /
Hukuraesa A.}O. - Taranpor: FOxHbili ¢enepanbhbiii yHusepcuter, 2017. - 149 c. - URL:
https://znanium.com/catalog/product/996036

7. bannun, K. B. UHpOpManmoHHbIe CUCTEMBI B 3KOHOMUKE: yaeOHOe ocodue. — M.: UHDPA-
M, 2019. - 218 c. URL: https://znanium.com/catalog/product/1002721

8. Jlucsk, B. B. Pa3zpaborka mH(pOpManmoHHBIX cucTeM: ydeOHoe mocobue / B. B. Jlucsxk ;
HOxmnb1it denepanbubiii ynusepcuter. - PoctoB-nHa-Jlony ; Taranpor : M3marensctBo FOxHOTO
denepanpHoro  yauBepcurera, 2019. - 96 c. - Tekct: oamekrponnsii. - URL:
https://znanium.com/catalog/product/1088133

8. booOpuieBa M.II. Hekotopple OCOOCHHOCTH COBPEMEHHOTO JIOKYMEHTOOOOpOTa
[OnexTponnbiii pecypc] // Bectaux PITY. Cepus «JlokyMeHTOBeleHHUE U apXUBOBEJCHHUE.
Nudopmaruka. 3amura ungopmanuu u uHGopmarmonHas 6ezonacHocTby. 2015. Ne 2. C. 13-20. Pexum
noctyma : http://elib.lib.rsuh.ru/elib/000012348.

JIOTIOJTHUTEIIbHASL:

1. bo6wuieBa M. I1. YopaBieHueckuit JOKyMEHTOOOOPOT: OT OyMaKHOTO K DJIEKTPOHHOMY.
M.: U3patenscknii jom MOU, 2010. — 295 c.

2. Jlapun M.B., PrickoB O.U. DnekTpoHHbIE TOKYMEHTHI B ynpasieHuu: HayuHo-meron.
mocobue. — M., 2008.

3. bo6siieBa M.II. HekoTopele BOmpockl MPUMEHEHHUS CMELIAHHOTO 3JIEKTPOHHO-
OymakHOTO JOKyMeHTooOopoTa// [lenonpoussoactso, 2014, Nel, c.9-14.

4. bo6siieBa M.II. Pa3Butue HOBBIX (hOpM YIPaBICHUECKOIO JOKYMEHTOOOOpOTa B

YCJIOBUSAX NMPUMEHEHHs] COBPEMEHHBIX MH(POPMAMOHHBIX TexHosoruil //Becthuk PITY, 2014, Ne 2,
c.21-30

6.2 TIlepeueHnb pecypcoB HHGOPMAIMOHHO-TEIeKOMMYHUKANIMOHHON ceTn « AHTEpHETY,
pecypcbl UHTepHer

1. Bcepoccuiickuii HayqHO-UCCIIEI0BAaTENbKUI HHCTUTYT TOKYMEHTOBEICHUS U apXUBHOTO Jieja
(BHUMAAL) [Onexrponnsiii pecypc] /BHUUJAL - OnextpoH, aax.- M., [2001].— Pexxum ngoctyna:
www.vniidad.ru, ceo6oaHbIi. — 3ari. ¢ KpaHa.

2. Koncantuaroas rpynmna «Tepmuka». [HopmaTuBHO-paBoBast ©0a3a JaHHBIX IIO
JIEOTIPOU3BOJICTBY, TJOKYMEHTOOOOPOTY M apXHUBHOMY Jeny| [DnekTpoHHbIi pecypc| / «Tepmukay -
OnektpoH, mpaH.- M., [200-]— Pexum npocryma: http://www.termika.ru/Catalog/catalog.html,
CBOOOJTHBIN. — 3ari. ¢ sKpaHa.


https://znanium.com/catalog/product/1088133

3. Docflow. Bce o mupe 351eKTpoHHOr0 J0KyMeHT0000poTa. [[TopTa moCBSIIeH 3JCKTPOHHOMY
JOKYMEHTOOOOPOTY U CMEXHBIM oTpacisiM. OH NMpHU3BaH NPEAOCTABUTh YUTATENISIM CaMyIO IOJHYIO,
CTPYKTYPUPOBAHHYIO U TIOJIC3HYI0 HMH()OPMAIMIO O PHIHKE, TEXHOJOTHSX, PEIICHHUIX, KOMIIAHHUIX H
aunax]. [DnekTpoHHbIH pecype] - DnektpoH, naH.- M., 2002-2004r — www.docflow.ru, cBo6oaHbIii.
— 3arJ. ¢ ’KpaHa.

4. DOC-Online. He3aBucumblii TOpTajg O CHCTEMax O3JIEKTPOHHOIO JIOKYMEHTOOOOpPOTA.
www.doc-online.ru

HarnuronaneHas siekrponHas oudauorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunas snextponHas 6ubamorexa Www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

6.3 IIpodeccuonajbHble 6a3bl JAHHBIX H HHPOPMAIHOHHO-CIIPABOYHbIE CHCTEMBI
Hoctyn k npodeccuoHanbHbIM 6a3am naHHbIX: https:/liber.rsuh.ru/ru/bases

WHdopmanoHHbIE CIIPABOYHBIE CUCTEMBI:
1. Koncynbrant Ilmtoc
l'apanTt

7. MarepuajbHO-TEXHHYECKOE oDecriedeHne TN CIUTITHHbI

[lpn peanu3zauuu nporpaMMmbl AUCHUIUIMHBI HMCIOJB3YIOTCS pa3inyHble HH(OPMAIOHHBIE
TEXHOJIOTMM. BO Bpems JIEKIMOHHBIX 3aHATUN MCHOJB3YIOTCS JJIEKTPOHHBIE IIPE3CHTAllMH C
HCIOJIb30BaHNEM IIpoekTopa. Kiacc, oCHallleHHBI COBPEMEHHBIMU KOMIIBIOTEPAMH, TIOIKJIF0OU EHHBIMU
Kk HTepHET 1 00beAMHEHHBIMU B €IUHYIO BHYTPEHHIOIO CETh. [IeMOHCTpAallMOHHBIN SKpaH, CBSI3aHHBIN
C KOMIIBIOTEPOM ITPETIO1aBaATEIIs.

[IpakTnueckue 3aHATHS HPOXOAAT B KOMIIBIOTEPHOM  KJIAcce C  MCIOJb30BaHUEM
CMELUAIN3UPOBAHHOTO MPOrPaMMHOr0o obecneueHus, 6a3 JaHHBIX U MHPOPMAIMOHHBIX PECYpCOB, a
TaK)Xe He00XOJMMOr0 TEXHUUECKOT0 00eCIeueHusI.

CamocrosaTrenbHass paboTa CTYyJEHTOB BKIIIOYAeT B ce0s KOHCYJbTAI[MM MpErnojaBaTens NpU
MOJATOTOBKE pedepaToB, a TakkKe CaMOCTOSATENbHYIO paboTy cTylneHTa ¢ pecypcamu HHrepHera,
MOCEIIEHUE CIeIUATU3UPOBAHHBIX BEICTABOK U KOH(PEPEHIINH, yyacThe B paboTe KPyTbIX CTOJIOB U T.11.

CocTtaB nporpaMMHOI0 00eCre4eHHUs
1. Windows

2. Microsoft Office

3. Adobe Creative Cloud

4. Kaspersky Endpoint Security,

[TpodeccrnonanbHBIEC TOTHOTEKCTOBBIE 0a3bl JAHHBIX:

HarnuonaneHas aiekrponHas oudauorexa (HOB) www.rusneb.ru
ELibrary.ru Hayunast anexktponnas 6ubdiamoreka www.elibrary.ru
Onekrponnas oudianorexa Grebennikon.ru www.grebennikon.ru
Cambridge University Press

ProQuest Dissertation & Theses Global

SAGE Journals

Taylor and Francis

JSTOR

ONoGaR~wWdE


http://www.doc-online.ru/

NudopmannoHHbIe CTIPABOYHBIE CHCTEMBI:
2. KoncynpranT [lnroc
3. Tapanr

8. ObecneyeHue 00pa3oBaTEJIbHOrO MpoLecca JAJsl JUI ¢ OTPAHMYEHHBIMH BO3MOKHOCTSIMU
310POBbSI H HHBAJIWI0B

B xone peanmu3zanuu AMCHUIUIMHBI UCHOJB3YIOTCS CIEAYIOUIME JOMOJHUTEIbHBIE  METOJbI
00y4yeHHs, TEKYIIEro KOHTPOJS YCIIEBAEMOCTH M IPOMEXKYTOYHOM aTTecTaluu OOydyaroIlMXcs B
3aBUCUMOCTH OT UX WHIUBHUIYaTbHBIX 0COOCHHOCTEH:

J JUISL CJICIIBIX U CITA0OBUIAIINX

- JIEKIUU 0(OPMIISIOTCS B BUJIE SJIEKTPOHHOTO JOKYMEHTA, JOCTYITHOTO C IMOMOIIBIO KOMITBIOTEpA
CO CNELUAIU3UPOBAHHBIM IPOrPAMMHBIM O00ECIIEYEHHEM;

- MMACHMEHHBIC 3a/IaHUS BBIOJIHIIOTCS Ha KOMITBIOTEPE CO CICUAIN3UPOBAHHBIM MPOTPAMMHBIM
obecreyeHneM, Uik MOTyT ObITh 3aMEHEHBl YCTHBIM OTBETOM;

- oOecrieuynBaeTCs HHIMBUyaIbHOE paBHOMEpHOE ocBemeHue He Menee 300 mokc;

- ISl BBITIOJTHEHUS 3aJIaHMs TP HEOOXOAMMOCTH TPEIOCTABIISETCS YBEIMYMBAIOIIEE YCTPOHCTBO;
BO3MOYKHO TaK)X€ UCIOJIb30BaHUE COOCTBEHHBIX YBEJIMUMBAIOLINX YCTPOUCTB;

- MUCBMEHHBIE 33JJaHUs O(POPMIISIOTCS YBETUIEHHBIM IIPHPTOM;

- 9K3aME€H M 3auéT MPOBOAATCA B yCTHOW (opMe WM BBIIOJHSIOTCS B NMUCBMEHHOH (opme Ha
KOMITBIOTEPE.

J IUTSL TIIYXHUX M CI1a00CIBIIIAIINX

- JeKuuu OQOPMIISIOTCS B BHJE OJEKTPOHHOTO JOKYMEHTa, JIMOO TIPEIOCTaBISETCS
3BYKOYCHJIMBAIOLIAs annapaTypa WHAUBUYAIbHOTO [10JIb30BaHMS;

- MUCHMEHHBIE 33JJaHUS BBIITOJIHSAIOTCS Ha KOMITBIOTEPE B MUCHBMEHHOM (hopme;

- 9K3aME€H M 3au€T MPOBOJAATCS B MMCbMEHHON (OpMe Ha KOMIIBIOTEpPE; BO3MOXKHO MPOBEJICHHE B
dhopme TecTUpOBaHUA.

J JUTSL JIAT] C HApYIIEHUSIMHA OTIOPHO-/IBUTATEIBHOTO amnapara:

- JIeKIMU 0(OPMIISIOTCS B BUJIE 3JEKTPOHHOTO JOKYMEHTA, IOCTYITHOTO C IMOMOIIBIO KOMITbIOTEPA
CO CTIEIMAIM3UPOBAHHBIM MIPOTPAMMHBIM 00ECTICYCHHEM;

- MMCHbMEHHBIE 3a/IaHUs BBIOJIHAIOTCS Ha KOMIBIOTEPE CO CIEUATN3UPOBAHHBIM MPOTrPAMMHBIM
o0OecIieueHuEM;

- 9K3aMeH M 3auéT MPOBOAATCA B YCTHOW (opMe WM BBINOJHSIOTCA B MUCbMEHHOW (hopme Ha
KOMITBIOTEPE.

[Tpy HEOOXOIUMOCTH MpelycMaTpUBAETCs YBEITMUYEHUE BPEMEHHU AJIs IIOATOTOBKU OTBETA.

[Tponienypa mpoBeaeHNs MPOMEKYTOUYHON aTTECTAIMH JUTsl OOYyJaAIOIIUXCS YCTAHABIMBACTCS C
y4ETOM UX WHAMBHUIYAIbHBIX TCUXO(PHU3NUYECKUX 0COOCHHOCTE!. [IpoMexxyTouHas aTTecTanusi MOKET
MIPOBOAMTHCS B HECKOJIBKO 3TAIOB.

[Ipy mpoBeneHUHM TMpOLEAYpPhl OLCHUBAHUS PE3yIbTAaTOB OOYyYeHHUs IpeaycMaTpuBaeTCs
WCTIOJIb30BaHNE TEXHUYECKHX CPE/ICTB, HEOOXOMMUMBIX B CBS3HM C MHAWBUAYAILHBIMH OCOOCHHOCTSIMHU
o0y4arouxcsi. OTH CPeCTBA MOTYT OBITh ITPEJOCTABICHBI YHUBEPCUTETOM, I MOT'YT HCIIOJIb30BaThCS
COOCTBEHHBIC TEXHHUYECKUE CPEICTBA.

[IpoBenenune mpoueaypsl OLEHUBAHUS PE3YJAbTaTOB OOyYEHMs JOMYCKAeTCs C UCIOJIb30BaHHEM
JMCTAaHIIMOHHBIX 00pa30BaTeIbHBIX TEXHOJIOTHHA.

ObecneunBaercs AOCTYN K HH(MOPMAIMOHHBIM U OubnuorpaduyeckuM pecypcamM B CETH
WuTepHer i Kaxaoro odyvaromierocs B opMax, aIanTHPOBAHHBIX K OTPAaHUYEHUSIM UX 3[I0POBBS U
BOCTIPUATHS UHPOPMALIUH:

J JUISL CJICTIBIX U CITa0OBUIAIINX:

- B Ie4aTHOU (hopMe YBEIIMUECHHBIM MIPUPTOM;
- B (hopMe 3IEKTPOHHOTO JOKYMEHTA;



- B popme ayauodaiina.
J U TIYXUX U cIa0O0CIbIIIaIX:
- B Ie4aTtHou opme;
- B hopme 3IEKTPOHHOTO TOKYMEHTA.
o JUTSE 00YYArOIIUXCS C HAPYIICHUSIMH OMTOPHO-/IBUTATEIILHOTO armapara:
- B Ie4aTtHoH (opme;
- B (hopMe 3JIEKTPOHHOTO JOKYMEHTA;
- B popme ayauodaiina.

Y4eOHbIC ayIUTOPUU JJIsi BCEX BUJOB KOHTAKTHONH M CaMOCTOSITENILHON pabOThI, HaydHas
O6uOIMOTEeKa U MHBIE TOMEICHHUS 1J1s1 00YUEeHHS OCHAIICHBI CIIIIMAIbHBIM 000y I0BaHUEM U Y4EOHBIMU
MECTaMH ¢ TEXHHYECKUMHU CPEJICTBAMU O0yUEHUSI:

J JUTSL CIICTIBIX U CITa00BUISIINX

- YCTPOMCTBOM Jisl CKaHUpoBaHus ¥ ureHus ¢ kamepoit SARA CE;

- nuciieeM bpaiins PAC Mate 20;

- npuHTepoM bpaiing EmBraille ViewPlus;

. JUIS TIYXUX U CIa0O0CIbIIIAINX:
- aBTOMaTH3WPOBAHHBIM pa00OYMM MECTOM ]IS JIFOJICH C HAPYIICHUEM CITyXa U CJIa00CIBIIIAIINX;
- aKyCTHYECKHI YCHIIUTEIh U KOJIOHKH;
. JUIS 00YYAOIIUXCS C HAPYIICHUSIMH OMOPHO-/IBUTaTEeNILHOTO anmapaTa:
- IEPEIBIKHBIMHE, PETYIUPYEMBIMH dproHOMHuYecKkuMu napramu CU-1,
- KOMITBIOTEPHOM TEXHUKOMW CO CIIeUaTbHBIM IPOrPaMMHBIM 00€CIIEUEHHUEM.

9. Metoauyeckue MaTepPUAJIbI
9.1 IlaaHbl NPAKTHYECKUX 3aHATHH

Tema mpaktuueckoir paboter Ne 1: VccnegoBaHue YIPaBIEHYECKOTO AJIEKTPOHHOTO
JTOKYMEHTOO0O0pOTa KaK Mpoliecca KOMMYHUKAIIMU U MTHGOPMAIITMOHHOTO B3aUMOCHCTBUS

KoHTposibHBIE BOITPOCHI:

OrnpezenieHne y4aCTHUKOB 3JIEKTPOHHOTO JIOKyMeHTooOopoTa. HemocpencTeenusie u
KOCBEHHBIE YUaCTHUKHU AJIEKTPOHHOTO JOKYMEHT00O0poTa. OpraHu3aTop 3JEKTPOHHOTO
JIOKYMEHTOO0O0pOTA.

Monenu B3auMOJICHCTBUSI YYaCTHUKOB 3JIEKTPOHHOTO IOKYMEHTO000poTa. BHYTpeHHMI 1
BHEIIIHUM JIEKTPOHHBINA JJOKYMEHTOOOOPOT.

BrisiBieHre ocoOeHHOCTEH yIIpaBiIeHUeCKOro JOKYMEHT0000poTa Kak mpoiiecca popManbHOU
KOMMYHUKAIIUH.

CdopmynrpoBaTh BBIBOJ IO UTOTAM H3yUYEHUS.

Tema npakTrueckoi padotsl Ne 2: MccnenoBanue KOHIENTYaIbHBIX OCHOB IPUMEHEHUS CUCTEM
Y TEXHOJIOTHH 3JIEKTPOHHOTO JOKYMEHTO000poTa

KoHTpobHbIE BONIPOCHI:

[TpyHIMIIBI  yTIPaBIEHYECKOIO JOKYMEHTOOOOpOTa TMpU Mepexoie OT OyMaKHOro K
3JIEKTPOHHOMY B3auMojeicTBHIO. KoHmenuus cMmemaHHOro (KOMOMHUPOBAHHOIO) 3JIEKTPOHHO-
OyMa)XHOTO  JOKYMEHTOOOOpoTa.  YTpaBieHUECKUH  JOKYMEHTOOOOpPOT  Kak  ympasisiemas
JOKYMEHTaJIbHas KOMMYHHKAIHsSI, OCYIIECTBIIsIEeMast C IPUMEHEHNEM COBPEMEHHBIX HH(POPMAIIMOHHBIX
TEXHOJIOTHH, BHYTPU OpTraHU3alMU ¥ BO B3aNMOJEHCTBUHN C BHEIIHEH CPENON.

Tema mabopatopHoit paboTs Ne 3: AHamU3 MapaMeTpoB IEKTPOHHOTO JOKYMEHTO000pOoTa

KoHTponbHbBIE BOTIPOCHT:

OmnpezeneHre OCHOBHBIX MTApaMETPOB AIEKTPOHHOTO TOKYMEHTO000poTa. MEeTOI0I0TrHYeCcKIe
U TEXHOJOTUYECKHE AaCIMEeKThl A3JIEKTPOHHOTO JOKYMEHTOOOOpOTa Mpu padoTe ¢ MOCTYMAIOIIMMH,



OTNPABIIEMBIMA M BHYTPEHHUMH JOKYMEHTaMHM B opraHuzauuu. OpraHuzanuss BHYTPEHHETO
3JIEKTPOHHOT'O COTJIACOBAHUS U MOANKCAHUS TPOEKTOB JOKYMEeHTOB. Onpeaenenue ponau ciayx0sr I0Y
B YIPaBJICHUH 3JIEKTPOHHBIM JJOKYMEHTOOOOPOTOM.

Tema npaktudeckoil pabotel Ne 4: OpraHuzanus CUCTEMHO-TEXHOJOTHYECKOE OOCCIeYCHHE
YIPABJIEHYECKOTO 3JICKTPOHHOTO JOKYMEHTOO0OPOTa B OpraHU3aluu

Kontponbubie Bompocsl: Kraccudukaropel u  CHPaBOYHUKHA CHUCTEMBI  3JIEKTPOHHOTO
nokymentoobopota (CO/1). IIpuHLIUITBI CHCTEMHO-TEXHOJIOTUYECKOT0 00eCTieueHus YIIPaBICHUYECKOTrO
O/1 B opranuzanuu, BEACHUs CIPaBOYHUKOB CUCTEMbI M TEXHOJOTUYECKUX HACTPOEK.

Tema nmpaktuueckoit padbotsl Ne 5: IIpoBenenue oneHkH 3 HEKTUBHOCTH M YPOBHEH 3pEIIOCTH
CUCTEMBI 3JIEKTPOHHOT'O YIPABJIEHYECKOTO TOKYMEHTOO00pOTa

KoHTpoJIbHBIE BOIIPOCHL:

[TapameTpsl oLieHKH Y3PPEKTUBHOCTH U YPOBHEH 3pEIOCTH CUCTEMBI YIIPaBJIEHYECKOTO
JIOKYMEHTOO0O0pOTA.

[TpoBeneHuE OLIEHKH CUCTEMBI YIIPaBIEHYECKOI0 JOKYMEHTO000POTa [0 KOHKPETHBIM
IpuMepam.

9.2 Metoauyeckue peKOMeHIAIMHU 10 MOAT0TOBKE MUCHMEHHBIX PadoT

Bun camocrosTenbHOl paboThl: MOArOTOBKA pedepaTa.

[TonroroBka pedepara MNO3BOJIAET 3aKPENUTh TEOPETUYECKHWE 3HAHUSA M0 JUCLUUIUIMHE,
NpUOOPECTH HABBIKM CAMOCTOSITEIBHOIO YIIyOJIEHHOTO M3Yy4eHMs OJIHOTO U3 pasnesioB Kypca. IIpu
MOATOTOBKE  pedepara CTYAEHTbl MOJy4yaloT HAaBBIKM M yMEHHE paboTaTb C HCTOYHUKAMU U
JUTEpaTypoi, aHAIU3UPOBaTh (HAaKThl U JaHHBIE CIELUATBLHON JINTEpaTypbl, U3JlaraTh MPOYMTAHHOE
COBPEMEHHBIM MTPO(PECCHOHATBHBIM SI3BIKOM.

Pedepar nomxen ObITh 0OpMIIEH B COOTBETCTBHM C TPEOOBaHMSIMHU, NMPEABABISIEMBIMU K
MOJATOTOBKE U O(POPMIICHHIO HayUHBIX paloT.

Pedepar Brmouaer:

- TUTYJIbHBIN JIUCT;

- OTJIaBJICHHUE;

- BBEJICHUE;

- OCHOBHYIO 4acCTh (TeMaTUYeCKHe pa3/ieibl);

- 3aKJIFOUYEHUE;

- CIIUCOK MCIOJIb30BaHHBIX HICTOYHUKOB U JIUTEPATYPBHI.

O6nem pedepara - 15-20 ctpanunr Tekcta (mpu Habope uepes 1,5 uaTepBaia u pasmepe mpudra
13-14). Pedepar numercs Ha OAHOM cTOpOHE CTaHAAPTHOrO JucTta Oymaru ¢popmara A4 (210x197mm).

Crpanunpl pedepara HyMepyroTcs apabckumu 1udpaMu Ha BEPXHEM I10JI€ JICTa, 03 KaBbIUEK,
ne(ucoB U IPYrUx 3HAKOB NMpeNUHaHMUs. TUTYIBHBIN JUCT U OTJIaBJICHUE HE HYMEPYIOT, HO BKIIIOYAIOT
B 00mmii 006eM pedepara.

HayuHo-cripaBouHbIil anmapar pedeparta BKIOYAET CHHCOK HMCTOYHHKOB M JIUTEPATYphl M
MOJICTPOYHBIE CHOCKHU. [loACTpOUHBIE CHOCKHM MCHOJIB3YIOTCSl BO BCEX ClIydasx LIUTUPOBAHUS B TEKCTE
pedepara MpaBOBBIX aKTOB, JOKYMEHTOB, INPOU3BEJICHUN aBTOPOB MOHOrpaduii, craTeil, yaeOHHKOB,
y4eOHBIX TOCOOMI, a TaKKe MPU HUTUPOBAHUU CTaH/IAPTHBIX ONpPE/IEIeHUI TEPMUHOB U MOHTHI. Bee
npuBoauMble B pedepare ¢axThl, UUQPHI, IaThl, KOHKPETHbIE IaHHbIE TaKXe JOJKHBI OBITh
MOATBEPK/IEHBI MOACTPOYHBIMU CHOCKAMH.

CHOCKHM HyMEpYIOT B Ipe/ieiax OJHON CTPaHUIbI apaOCKUMU U(PPaMH, TEKCT CHOCKH
pa3MenaroT Mo/ MOCJIEIHEN CTPOKOM TEKCTa.
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